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Introduction

““To reach the port of heaven

we must sail, sometimes with the wind

and sometimes against it —

but we must sail, not drift or lie at anchor.”’
— Oliver Wendell Holmes

This 3rd edition of the Minnesota Guidebook to State Agency Services has been
prepared by hundreds of Minnesota state employees to help you set a course, raise
anchor, and fill your sails. The guidebook lists information about state agency serv-
ices, telling what maps and guides, advisory and financial assistance are available,
who to see, what forms are needed to obtain services and the time it takes to process
them, what fees are charged, what permits and licenses are necessary, and how
agencies are organized to best serve you.

One of the most comprehensive, informative and useful reference books about
Minnesota state government, the guidebook puts you in direct contact with nearly all of
Minnesota’s state agencies. Newly revised, updated and expanded to include 100
additional pages of agency listings, this resource book now contains entries for legisla-
tive and judicial branch state agencies. ‘

There are more than 150 state agency entries and over 2,000 individual offices listed
with names of people in charge, telephone numbers, and descriptions of the services
and work for which each office is responsible. Fifteen maps help you locate important
state offices, recreation areas, local government districts, in addition to charting Min-
nesota’s history and growth.

A new section on the Minnesota Legislature tells how to introduce a bill and move it
through the legislature. The section lists House and Senate standing committees, when
and where they meet, committee chairmen and how to contact them. The legislative
commissions are described along with the work and services charged to each commis-
sion. U.S. Senators and Representatives from Minnesota are listed with their local and
Washington, D.C. addresses and telephone numbers. Also included are party caucus
and election dates, candidate filing requirements, tours of the Capitol, gallery viewing
of the House and Senate in action, and use of the state Law and Legislative Reference
Libraries. )

"In the new section on the Minnesota Judicial System, detailed information is pro-
vided about the courts, how to represent yourself in court and what happens when
someone represents you. Also included is information about admission to the Min-
nesota bar, practicing law in Minnesota, lawyers’ continuing education requirements,
and the Supreme Court Commissions. Judicial advisory, planning and review boards
are listed, as well as the state’s public defender and alternate public defender pro-
grams.

The Minnesota Guidebook to State Agency Services contains the only complete
listing of licenses and permits required in Minnesota, for recreation and vehicles and
also for the professions and services regulated by the state. The Minnesota Profile is
crammed with facts about Minnesota, its geological formation and historical develop-
ment, and statistics about agriculture, forestry, mining, manufacturing, commerce and
industry, education, health, government, transportation, recreation, arts, tourism and
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travel. Here you will find vital data helpful to students, educators, speech writers,
researchers and anyone with a question about Minnesota. An extensive index, with
cross-referencing, serves as an easy key to the wealth of information and services
inside the book.

Organizational structure of the larger agencies is shown through a change in type
size for the name of the offices. The largest type size lists the name of the state agency.
As the agency breaks down into more specific responsibilities the size of the type
becomes smaller. To find who answers to whom, follow the type size of the titles up to
the next larger size. For example:

Minnesota State Department of Educatlon
Operations, (612) 296-2774
Division of Instruction, (612) 296-7834

Community Education Section, (612) 296-2587
Adult Continuing Education Unit, (612) 296-6130

The guidebook also serves as a telephone directory to, and for, state agencies. Each
office has its telephone number listed in bold type next to its title. And in the table of
contents the symbol (I) indicates that an agency is served by the Interoffice Mail
System.

The guidebook is ideal for answering the many inquiries about state agency services,
requirements, permits, licenses, financial aid and assistance programs, grants, schol-
arships, reports and select information. It opens the door to hundreds of publications,
newsletters, brochures, maps, guides, Minnesota lore, natural resource information,
agricultural services, business assistance, museums, libraries, laboratory testing, com-
plaint filing, consumer protection, historical sites, drivers’ examinations and more.
The guidebook is the kind of book you will consult hundreds of times throughout the
year.

This edition of the guidebook has been prepared with the help of literally hundreds
of men and women throughout Minnesota representing every agency listed in the book.
Special thanks are due Cindy Cooper from the Supreme Court Information Office for
help in preparing the section on the Minnesota Judicial System, Marsha Balkan from
the Minnesota House of Representatives Information Office and Janine Mattson from
the Minnesota Senate Information Office for help in preparing the section on the
Minnesota Legislature. Special assistance and contributions have come from Roger
Quam, Dept. of Administration, Ginger Sisco and Lynn Schwartz, Dept. of Economic
Development, Cliff Miller, Dept. of Economic Security, Susan Ersted, Dept. of Health,
Roger Bergerson and Jerry Miller, Mid-American Solar Energy Complex (MASECQ),
Barbara Coffin and Ted Hammond, Dept. of Natural Resources, Fran Felix, Indian Af-
fairs Intertribal Board, Erik Simonsen and Sue Wichmann, Science Museum of Minne-
sota, Mary Ann McCoy, Office of the Secretary of State, Dennis Brott and Jean Han-
sen, Dept. of Transportation, Linda Ady, Louise Anderson and Mary Bremer, Dept. of
Welfare, Marilyn McPartlin, University of Minnesota, the Minnesota Historical So-
ciety, the National Aeronautics and Space Administration (NASA), the St. Paul Cham-
ber of Commerce, and the Greater Minneapolis Chamber of Commerce. Administra-
tive support came from Chuck Coskran, assistant commissioner, Dept. of Adminis-
tration, and staff assistance was provided by Paul Hoffman, Steve Ordahl, Cindy
Riehm, Carol Anderson Porter, Roy Schmidtke, Jean Walberg and David Zunker.
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Executive Branch State Agencies

Board 730 Main Street
f Elk River, Minnesota 55330
0 (612) 441-4750

Abstracters K. B. Skurdal, secretary-treasurer

Minnesota Statutes, section 386.63

The Board of Abstracters examines and licenses abstracters (those who make
abstracts of title to real estate). The board administers examinations for licensing each
May, renews licenses, and receives complaints against licensed abstracters.

The board issues initial applications and handles complaints. The board has the
power to suspend or revoke a license. The administrative and licensing services are
handled by the Administrative Services Division of the Department of Commerce.

For license renewals or licensing information, contact the Administrative Services
Section at the Department of Commerce, 5th Floor Metro Square Building, 7th and
Robert Streets; St. Paul, Minnesota 55155, (612) 296-7903.

- The examination fee and the license fee are both $25.00. There is no fee for filing
complaints. The board contacts applicants two or three weeks after applications are
received. Applicants are informed of examination results within 10 days after the
examination: The board handles complaints as soon as possible.

Boar 590 Metro Square Building
0a d | 7th & Robert Streets
of St. Paul, Minnesota 55101

Accountancy | (612)296-7937
Marian Flanagan, executive secretary

Minnesota Statutes, section 326.17

The Board of Accountancy examines, licenses and regulates certified public ac-
countants. The licensing of public accountants has recently become a function of the
Board of Accountancy and the deadline for making application for the initial license as
a licensed public accountant is January 1, 1980. No applications for license as a
licensed public accountant will be accepted after this date.

The Uniform Certified Public Accountant Examination, a national examination, is
given twice a year, May and November. The examination consists of four parts
(auditing, business law, accounting theory and accounting practice) and takes two and
one-half days to complete. The deadline for making application to take the examina-
tion is sixty days prior to the date of the examination. The fee for taking all four parts
of the examination is $100.00 and re-examination fee is $25.00 per part (accounting
practice counting as two parts). A license is issued upon passing the examination and
meeting the experience requirements. For information regarding applications and re-
quirements contact the board office. The annual license renewal fee is $15.00.
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The initial fee for licensure as a public accountant is $75.00 and the annual license
renewal fee is $15.00. The board issues reciprocal licenses to qualified holders of
certificates and licenses of other states. The application fee is $75.00 and the annual
license renewal fee is $15.00. Annual licensing fee for partnerships and corporations is
$25.00.

All complaints received by the board office will be handled in compliance with
Minnesota Statutes and the party lodging the complaint will be notified as to the
disposition of the complaint.

Department
of
Administration

2nd Floor, Administration Building
50 Sherburne Avenue

St. Paul, Minnesota 55155

(612) 296-3891

DEPARTMENT
Office of the Commissioner, 45, OF Q
(612) 296-3862 MinisTRISSS

James }. Hiniker, Jr., commissioner
Daniel B. Magraw, deputy commissioner

Minnesota Statutes, chapter 16

The Department of Administration is a central staff agency of the state. The depart-
ment is responsible for providing management and general support services for all state
departments and agencies. In addition, the department is responsible for the adminis-
tration and enforcement of the state building code and promotion and regulation of the
state’s cable communications industry. The Office of the Commissioner provides
administrative direction and supervision for the department.

In addition to his duties as head of the Department of Administration, the commis-
sioner serves as secretary of the Executive Council, secretary-treasurer of the Min-
nesota Commission on Interstate Cooperation, and member of the Equalization Aid
Review Committee.

Office of the Attorney General, (612) 296-7030
Administrative Agencies Division

J. Michael Miles, director

This division of the attorney general’s office handles all legal services for its client
agencies: the Departments of Administration, Finance, the Intergovernmental Informa-
tion Systems Advisory Council, the County Attorney’s Council, the Executive Coun-
cil, the State Board of Investment, the Minnesota Educational Computing Consortium
and the Designer Selection Board. Additionally, the division assists all state agencies
with legal problems concerning the acquisition of electronic data processing equipment
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and provides contract services to a variety of state departments. The division also
approves rules from all state administrative agencies as to form and legality for the
Office of the Attorney General. The division determines whether the rules are consist-
ent with the constitution and laws of the state of Minnesota. The division provides
information to the public regarding the legal powers and activities of its client agen-
cies. The office is located in Room G-25 Administration Bldg.

Management Analysis Division, (612) 296-8034
Kathryn R. Roberts, director

The Management Analysis Division supports the commissioner of administration in
his statutory responsibility to improve the management and reduce the cost of state
government by providing management analysis services to the department, the legisla-
ture, and the Governor'’s office.

No fees are charged for services by the Management Analysis Division. Currently,
five distinct functions or programs are carried out by this division. They include:

Administrative Projects Program — This program provides a variety of analytic and
administrative services to enhance the department’s provision of its services to other
agencies, including coordination of the department’s assistance to agencies in install-
ing management improvements recommended by the Legislative Audit Commission,
and the preparation and distribution of executive and reorganization orders.

Executive Projects Program — This program includes projects assigned by the Gov-
ernor and the commissioner of administration and involves providing information,
analysis, and recommendations as the basis for executive decision-making.

Internal Audit Unit — This unit reviews and assesses the soundness, adequacy, and
application of accounting and other operational controls, and recommends im-
provements within the Department of Administration. The unit also measures the
extent of compliance with established rules, policies, and procedures. This activity
provides no services to the public.

Legislative Review Program — This program involves reviewing and analyzing all
proposed departmental legislation for the Governor’s office and the legislature.

Reorganization Approvals Program — This program involves reviewing and ap-
proving all state agency proposals for reorganization and assisting state agencies, at
their request, in preparation of their reorganization proposals.

For further information regarding Management Analysis Division services, contact
the director.
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Office of Building Construction, (612) 296-7037

Norman R. Osterby, director

Architectural and Engineering Division, (612) 296-4640
Paul F. Cummings, director

The Architectural and Engineering Division carries out the commissioner of admin-
istration’s responsibility to remodel, rehabilitate, and construct all state-owned build-
ings. The division designs minor building projects and acts as the owner’s agent on
major projects. For construction projects of $400,000 or more, or planning projects of
$35,000 or more, a consultant must be selected by the Designer Selection Board. To
obtain information concerning the board, the project under review, and the methods of
selection, call (612) 296-4656.

After the selection of a consultant has been made by the Designer Selection Board or
the commissioner of administration, the Architectural and Engineering Division re-
views the agency’s building requirements with the project consultant. The consultant
provides a written outline of the entire project. The division reviews the construction
documents before bidding. After the legislature has approved the plans, the division or
the consultant prepares plans and bidding specifications and publishes them. These
advertisements for bids contain information about the nature and extent of the project,
information about the bids themselves, and the locations where necessary forms may
be obtained. All bids are then handled by the Procurement Division.

On major projects ten to eighteen months are required from the initial conference
with the project consultant to the time that bids for construction are received.

Building Code Division, (612) 296-4639
Don Pates, director

This division promulgates and administers the state building code to provide uni-
form performance standards for the construction of all buildings so as to assure the
health, safety, comfort and security of building occupants. The Building Code Divi-
sion provides assistance in applying and interpreting the state building code, assistance
and information regarding building materials, consultations with architects and en-
gineers, and review and evaluation of building construction documents and plans for
municipalities, public schools, manufactured buildings such as mobile homes and
hospitals, all state-owned buildings and all buildings financed in whole or part by the
state.

The division also offers assistance in meeting energy conservation standards for new
buildings, monitors and licenses mobile home installers and mobile home
manufacturers, answers consumer inquiries regarding mobile homes, and registers
mobile home installers. For more information or assistance contact the division at 408
Metro Square Bldg., 7th and Robert Streets, St. Paul, Mn. 55101.
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Code Consultant and Plan Review Sections, (612) 296-9990

Richard A. Brooks, assistant director

Code Consultant Section, (612) 296-4629

Sivert Hendrickson, section chief

This section provides assistance to the public in interpreting and applying the state
building code. The section also assists and advises Minnesota building officials in the
use of approved materials for construction and assists and advises municipal building
officials whether alternate materials and methods meet the state building code require-
ments. The section provides training and educational seminars and schools for building
officials, the design profession, and the construction industry.

Plan Review Section, (612) 296-4630

Wayne Stevens, section chief

This section reviews and evaluates building construction documents for structures
for which municipalities request review: manufactured structures, public schools,
state-licensed buildings such as hospitals and nursing homes, state-owned buildings,
and all buildings financed in whole or part by the state. Personnel are available for
consultations through this section. For information and assistance contact the section.

Energy Conservation Section, (612) 296-4639

This section provides information to the public on energy standards required by the
state building code for all new buildings and suggestions on how to meet them.

Mobile Home/Manufactured Building Section, (612) 296-4628

Richard Hauck, section chief

This section monitors and licenses mobile home dealers and manufacturers, registers
mobile home installers, monitors mobile home installation standards and manufactured
building plants, and answers consumer concerns and inquiries regarding mobile
homes.

Mobile Home Dealers and Manufacturers License — Licenses for mobile home
dealers and manufacturers are available from this section. The form needed is the
“‘Dealer/Manufacturer’’ form. This form is available at no charge by mail or in person
from the Mobile Home/Manufactured Building Section 408 Metro Square Building,
7th and Robert Streets, St. Paul, Mn. 55101. The yearly licensing fee is $44 and must
accompany the application. Processing of the application usually takes from one to two
weeks. '

As a prerequisite for licensing this section maintains records of all bonded dealers
and manufacturers. This information is obtained from the application.

Mobile Home Installers Registration — Registration of mobile home installers can
be accomplished either by mail or in person. The form needed is the ‘“Mobile Home
Installer Registration’’ form and is available at the above location. The yearly registra-
tion fee is $10 and must accompany the registration. Registration handled through the
mail usually takes from one to two weeks. Registration handled in person is completed
immediately.
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Mobile Home Installations — Seals must be purchased and attached to each mobile
home when installed. Seals are required for the installation of mobile home support
and anchoring systems. The form needed is the ‘‘Seal Order’’ form and is available at
the above location. There is a $3 fee for each seal and the proper amount must
accompany the order. Mail orders are usually processed within three days. Orders
handled in person are completed immediately.

Sale of Manufactured Structures — Seals must be purchased and attached to each
manufactured structure sold, offered for sale, or installed in Minnesota. The seals
certify that the manufactured structures comply with the state building code. The form
needed is the ‘‘Seal Order’’ form and is available at the above location. There is a $20
fee for each seal and the proper amount must accompany the order. Seals are issued to
approved manufacturers only. Mail orders are usually processed within three days.
Orders handled in person are completed immediately.

Bureau of General Services, (612) 296-6854

William G. Strusinski, assistant commissioner

Documents Division, (612) 296-2874

117 University Avenue, First Floor
St. Paul, Minnesota 55155
Eda Staudenmaier, manager

The Documents Division sells and distributes state publications both to state agen-
cies and to the general public. Over 500 publications are offered for sale to the public,
as well as state flags, decals, and directories. They also administer the *‘Slip-Service*’
law by providing photocopies of legislative acts as soon as they become available.

Publications available to the public fall into the categories listed below.

Catalogs of available materials with prices and ordering instructions. There are
three of these: the catalog of Minnesota State Publications, which lists over 500 books
and pamphlets of general interest; the Index of Minnesota Lake Maps, which lists
contour maps available of 3500 lakes; and the /ndex of Fire Plan Maps, which lists
maps for hunting or hiking. All catalogs are free on request by mail or in person.

Directories listing manufacturers, schools, airports, hospitals, and various other
state facilities.

Laws — statutes, session laws, and some reprints of laws relating to individual
agencies. Photocopies of laws as they are enacted by the legislature are sold on a ‘‘per
page’” basis (they should be ordered by chapter number).

Rules of state agencies sold individually.

Teaching guides, studies and reports from the Department of Education, study
manuals for peace officers, assessors, etc. boating and field studies from the Depart-
ment of Natural Resources, special reports, workbooks and manuals from various state
agencies.

Decisions and rulings of the tax court, worker’s compensation decisions, Public
Employee Relations Board decisions and awards, and the Minnesota Guidebook to
State Agency Services.

State flags and decals.

Maps — 3500 contour lake maps (sounding maps), sold individually.
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All the above items are available at the Documents Division new address, 117
University Avenue, first floor, St. Paul, Mn. 55155.

There are no forms necessary for the public to obtain materials from the Documents
Division. Orders can be made by letter or in person at the address above. All mail
orders must be accompanied by a check. The cost of items available varies according
to the cost of printing, postage, storage, handling, and overhead. This division oper-
ates on a revolving fund, receiving no legislative appropriation and is completely
self-sustaining. The cost for photo-copies of legislation is 25¢ for the first two pages,
and 15¢ for each additional page, plus 4% sales tax and is determined by statute. Cost
for individual rules are determined by the Office of the State Register.

Money orders and checks should be made payable to Documents Division for the
amount of purchase plus 4% sales tax on the total price. List the publication’s exact
title and enclose your name, address, and zip code. It is advisable to send for the
appropriate catalog before ordering the document(s) so that the prepayment is exact
and there is no delay in shipment.

Orders by letter take two to three weeks for delivery. Orders made in person are
filled immediately. All services offered to the public are also available to state agen-
cies. Prices are shown in the catalogs. Routine purchases may be made by state
agencies using Adm. Form 502SA. Orders may be brought in and filled over the
counter or mailed to the documents office. Subscription services and ‘‘notice of publi-
cation’’ services are offered upon request. Contact the Documents Division for details.

Ozalid reproductions of architectural and survey tracings are handled through this
division. All drawings submitted for reproduction must be on tracing paper or vellum;
any reasonable length but not exceeding 42 inches in width. The finished reproduction
has blue lines on white paper and is the same size as the original. No reductions or
enlargements can be made by this method. NOTE: There must be no paste over,
mends, or glued images on tracings. This service must be ordered on Adm Form 619.
Prices are based on square feet.

The Documents Division handles distribution of state agency publications to librar-
ies pursuant to Minn. Stat. ch. 15.18. At the present time, 45 depositories are sent
copies of all printed materials emanating from state departments that are printed for
public distribution. The cotrect number of copies must be sent to documents who then
assumes responsibility for shipping and postage. There is no charge to departments.

The general public represents well over half of the clientele served by documents.
However, many state departments have found it advantageous to use documents’
services for promoting public distribution of reports, study manuals, and various other
important information. For details on special services for state agencies, call the
Documents Division.

Federal Surplus Property Division, (612) 296-2853

James Johnson, manager

This division manages a distribution center for federal surplus property such as
maintenance, repair, operating equipment, and supplies for public agencies and non-
profit educational and public health institutions or organizations. The General Services
Administration identifies surplus federal property and notifies the section when this
property is available to the state. The division then requests the items needed by the
state and acquires the property paying only transportation costs. The division has
established statewide obsolete and surplus liability and utilization procedures for fed-
eral surplus property. :

Public agencies, non-profit educational, and public health institutions or organiza-
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tions may inspect or pickup federal surplus property at the Federal Surplus Property
Division, 5420 Highway 8, Arden Hills, Mn. 55112, (612) 633-1644.

Non-profit educational and public health institutions or organizations may obtain
information regarding eligibility and procedures for acquiring federal surplus property
by contacting the above location.

State agencies must present a department purchase order (Form 502SA) coded to its
class 26 expenditure authorization in order to obtain federal surplus property.

Inventory Management Division, (612) 296-6131
Eugene A. Wrobel, director

This division is responsible for the development and management of a statewide
materials management program. Through the inventory management activity it pro-
vides statewide personal property inventory management programs. This division also
manages the central stores section.

Inventory Management Activity, (612) 296-6131

This activity develops and directs a statewide inventory management program which
includes formal inventory systems ensuring the effective management of all state-
owned personal property.

Consumable Inventory Section, (612) 296-5704
Sidney A. Zochert, manager

This section is responsible for the development and maintenance of an inventory
management program for all state-owned consumable personal property such as fuel,
food, maintenance parts, and office supplies. This section evaluates existing inventory
conditions, conducts studies, and develops and monitors systems at all agencies to
include inventory planning capabilities, perpetual inventory records, stock controls,
reporting procedures, and warehousing techniques.

The Audit Subsection conducts inventory management-related field audits at all state
agencies and provides direct field guidance in inventory management matters. The
audits ensure system accuracy, accountability, procedural compliance, and maximum
utilization of all state personal property.

Inventory management guidance and assistance is provided to agency personnel via
training sessions and user’s manuals. For information or assistance contact the Con-
sumable Inventory Section, 671 No. Robert St., St. Paul, Mn. 55101,

Fixed Asset Inventory Section, (612) 296-7098
Keith Hovland, manager

This section is responsible for the development and maintenance of a computerized
inventory management system for all state-owned fixed asset personal property such as
motorized equipment, furniture, and business machines. The system includes policies
and procedures for an accurate and timely accounting of the state’s fixed asset inven-
tory and provides security and utilization guidelines.

Program guidance and assistance is provided to agency personnel via training ses-
sions and user’s manuals. For information or assistance contact the Fixed Asset Inven-
tory Section, 671 No. Robert St., St. Paul, Mn. 55101.





































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































